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ITEM 1.  Performance Element, Objective and Point Weight 

Service - Library Management 

 

Critical Element: 

 

 

 

Manage and operate the library efficiently and effectively to facilitate services to users. Objective: 

 

 

 

Point Weight: 30 

The weight must reflect the importance of the element or the time required to perform it, or both.  Element weight must be in 5-point 
increments, with no element weight higher than 60 points, and all element weights must equal 100 points. 

ITEM 2.  Major Activities or Required Results Related to the Above Element (Maximum of 5) 

1. Collection development: Select, acquire, and weed books, journals, and other library materials to support the mission of the lab. 

2. Budget: Create and manage library budget. Make purchases, approve expenditures, and track use of funds. Provide budget/expenditure reports 
at end of FY and upon request. 

3. Access to materials: Provide and maintain tools to help users locate relevant materials in the library or other places. Access tools include the 
online catalog, journal holdings/subscription lists, online journal lists, new book lists, special collection lists, literature index databases (e.g., 
ASFA, Biosis), the digital library, organized internet links, special display shelves, and library signage. 

4. Security and physical condition of collection: Monitor use of library (especially by non-lab people), lock library at end of day, shelve materials, 
keep shelves neat and in order, bind journals, and watch for sources of potential damage (sun, water leaks, excessive humidity, temperature 
changes, mold). 

5. Documentation: Create and maintain documentation of library policies and procedures. Track various library usage and operations. Provide 
annual library report to communicate progress, evaluate services over time, and identify and prioritize future goals. 

ITEM 3.  Evaluation Criteria (Benchmark performance standards must be used; add supplemental standards, if needed.) 
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ITEM 1.  Performance Element, Objective and Point Weight 

Service - Library Services 

 

Critical Element: 

 

 

Provide library services to users in an effective, timely, and courteous manner. Objective: 

 

 

 

Point Weight: 35 

The weight must reflect the importance of the element or the time required to perform it, or both.  Element weight must be in 5-point 
increments, with no element weight higher than 60 points, and all element weights must equal 100 points. 

ITEM 2.  Major Activities or Required Results Related to the Above Element (Maximum of 5) 

1. Reference: Answer questions from lab staff. Assist in locating relevant materials and information using the catalog, literature index databases, 
and other access tools. Assist in locating specific items in the library. 

2. Circulation: Provide for circulation of library materials. Maintain circulation records. Locate checked-out items upon request. 

3. Document delivery: Locate and then borrow, purchase, or get copies of documents for lab staff from other libraries, publishers, the internet, and 
other document sources. Verify and complete citations as needed or upon request of lab staff. 

4. Education and promotion: Inform lab staff about library services, materials, and tools. Provide orientation/tours to new employees and visitors. 
Teach lab staff about general search techniques and how to use specific access tools to locate information. Provide current awareness tools (e.g., 
journal contents alerts). 

5. Lab publications: Maintain list of lab publications. Assign "Lab Contribution Number" to new publications. Provide bibliographies for quarterly 
reports, the annual program review, and other purposes. Maintain print and digital archives. Maintain and provide access to lab reprints. Provide 
information about and forms for the publication process. 

ITEM 3.  Evaluation Criteria (Benchmark performance standards must be used; add supplemental standards, if needed.) 
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ITEM 1.  Performance Element, Objective and Point Weight 

Service - Technology 

 

Critical Element: 

 

 

 

Obtain, create, and maintain technology to support library management, services, and outreach. Objective: 

 

 

 

Point Weight: 20 

The weight must reflect the importance of the element or the time required to perform it, or both.  Element weight must be in 5-point 
increments, with no element weight higher than 60 points, and all element weights must equal 100 points. 

ITEM 2.  Major Activities or Required Results Related to the Above Element (Maximum of 5) 

1. Library web site: Maintain and expand library's internal web site. Incorporate new technologies when appropriate, useful, and reasonably 
possible. Operate and maintain server. Track and analyze site usage. 

2. Library staff computers: Maintain computers used by library staff. Update and add hardware and software as necessary and feasible. Make 
frequent back-ups of data. Closely monitor anti-virus software to keep it current and operating properly. 

3. Public-use computer: Maintain library's public-use computer. Periodically "clean," undoing changes made by users. Update and add software 
and hardware as necessary and feasible. Closely monitor anti-virus software to keep it current and operating properly. 

4. Other library technology: Maintain other library technology including the copier, TV, VCR, scanner, and microfiche reader. Upgrade as 
necessary and feasible. 

5. Lab web site: Coordinate and assist in the management of the lab's external web site. 

ITEM 3.  Evaluation Criteria (Benchmark performance standards must be used; add supplemental standards, if needed.) 
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ITEM 1.  Performance Element, Objective and Point Weight 

Outreach 

 

Critical Element: 

 

 

 

Communicate with, learn from, and provide appropriate services to those outside the Santa Cruz Lab: members of the Objective: 

public, other libraries, librarians, businesses, organizations and government agencies. 

 

 

Point Weight: 15 

The weight must reflect the importance of the element or the time required to perform it, or both.  Element weight must be in 5-point 
increments, with no element weight higher than 60 points, and all element weights must equal 100 points. 

ITEM 2.  Major Activities or Required Results Related to the Above Element (Maximum of 5) 

1. Professional contacts / networking: Establish and maintain contacts with other librarians and libraries in our subject area (mainly fish, fisheries, 
and marine/aquatic biology and ecology). Attend and occasionally present at professional meetings and workshops. Participate in electronic 
discussion lists. Work on collaborative projects (occasional). Review manuscripts and grant proposals (occasional). 

2. Document delivery: Loan or provide copies of library materials to other libraries or individuals as appropriate. 

3. Duplicate exchange: Request relevant materials when they are discarded by other libraries. Offer our discarded materials to other libraries 
before disposing of them. 

4. External web site: Provide general information about the library and its services through the lab's external web site. 

5. Direct assistance: Answer questions and provide information as appropriate to those outside the lab. Approve visitors as appropriate and assist 
in use of the library. 

ITEM 3.  Evaluation Criteria (Benchmark performance standards must be used; add supplemental standards, if needed.) 
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